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° Follow up the execution of all : ; Follow up the 
Execution of : : opening of execution of ‘ 
ane amount the items in the ae anaentee letienc ak correction of 
Facilities facilities used agreement by ieGercor — ‘ Wee wee errors 
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Soa eae Issue checks to | Prepare forms for| Issue cashing 
rders beneficiaries bank transfers checks 
Cl C2 C3 C4 
Execute ) ) ) ) 
Operations Pees ee Deposit checks Prepare the Prepare the 
P and cash in the request for operations for 
Between the procedure for : 
7 neewiie Bank bank account of | between the bank buying and 
Establishment - a. the accounts of the selling foreign 
and the Bank establishment establishment currencies 
D1) D2) D3) D4) 
Follow up the Determine the Cithevainest 
Establishment's value and the : et the Le MEO 
; : Determine the the profits of 
Investments quality of the Get the profit es Peon actrabnt 
Activities with the establishment's rate aavncthe bank 
Bank investments with 
the bank 
El) E2) E3) E4) 
Prepare a Prepare 
Prepare report Prepare report on 
Prepare Reports summary of memorandum 
of bank : the amounts to 
income and fj for bank 
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General Knowledge and Skills 


Worker Behavior 





PY YP 


Knowledge of accounting and administration 
Computer skills 

Proficiency in English 

Follow up of developments in accounting 
principles 

Knowledge of banking operations 
Proficiency in accounting principles 

Ability to deal with others 

Ability to discover errors 

Skills in filing procedures 


. Calculator skills 
. Ability to understand and determine accounting 


and banking terminology 


. Skill in codifying accounts 
. Managing time and organizing work 
. Knowledge of rules and regulations of the 


establishment and other relevant parties 
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Well-dressed 
Well-mannered 
Patient 
Cooperative 
Trustworthy 
Truthful 
Serious 
Intelligent 
Tolerant 

. Precise 

. Accept criticism 

. helpful 

. Honest 

. Loyal 

. Keep secrets 

. Quick-witted 

. Observant 

. Listen well 





Trends and Future Concerns 


Tool, Equipment and Material 








. Ability to use networks to do financial 


operations and accounting 

Study different accounting standards 
Ensure the location of the accounting 
department in quiet place 

Employment advancement 


Attend specialized training courses 
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Computer 
Printer 
Calculator 
Fax 
Modem 
Telephone 
Desk 
Files 
Filing cabinets 
. Paper folder 
. Calendar 
. Stationery 
. Punch 
. Safe 
. Waste basket 
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